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Online TimeSheet Instructions

1. Loginto your “myStanState” portal by entering your User ID (Warrior Username) and

Password.

Stanislaus State

Logging into myStanState

Warrior Sign In Warrior Identity Information

address, up to the “@" symbol. (ie: for JBond@csustan.edu, the

Your Warrior Username is the first part of your University e-mail
Warrior Username is "JBOND")

‘ Warrior Username

Warrior Password Your_ Password is ip\tilally set at the “Initial” Sign In page that you
received from Admissions, or you can reset your Password

Forgot yeur Warrior Username or Password? Documentation for Students, Faculty, or Staff.

667-3687

You can also contact the Technology Support Desk for assistance,

2. Once you have successfully logged in, your Dashboard will appear with the “myStanState
Human Resources” option in the box labeled “PeopleSoft”. Click onto the “myStanState

Human Resources” option to move to the next step.
&

L

Py, coustan.edu/#

PeopleSoft View Class Schedules Computer Lab Availabality

To view dasses please use the dropdown menu below, sslact the
term and then the subject

B Avaitable B Ocouped B Mainienance

Collaboratory Open Lab

2019 Spring
Available: 29

Occupied 19

My Account Balance

Select a subject hs Maintenance:

Total: 48

My Balance: $0.00 s
Make a payment Other Student Systems

L145 Open Lab

8]
‘a’ ‘ Available: 95
Leapues m LEARNING Occupizd 9

Maintenance:

‘ B Tatat: 104
To-Da List MathWorks Detaile

No outstanding items on your To-Do List. N201 Open Lab

ter (4 My Academic Pathway Auailable: 33

Occupied 6

My Academic Pathway

MAP i a sat of tools, located within myCSUSTAN, designed to
guids your path to graduation

g ¥ @

STAN Planner STAN Degree Progress STAN Scheduler

Maintenance: 0

Totat 39

Academic Indicators

Details

You have no owstanding Academic Holds at
this time.

5102 Open Lab

“. Available: 3
Occupied 2

Student Emasl

Leaming Management Systems

CSU Stanslans News

News & Fvent

MBA Pr

January 15,2019

World Report Honors Stan State’s Online

MSR Exhibit Space Opens With Colombian Woodcarving

January 14,2013

Stan State No. 26 Among Nation's Top €

danuary 07 2018

Ived an Important Part of €

Decomber 15, 2014

Online Timesheets are entered in PeopleSoft and submitted through the system to Payroll. Timesheets will be reviewed and approved by appropriate
supervisors online. Please Note: Paper timesheets OR late timesheets may cause a delay in processing
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3. Login again by entering your User ID (Warrior Username) and Password.

Stanislaus State

Logging into PeopleSoft Human Resources

: : Warrior Identity Information
Warrior Sign In -
Your Warrior Username is the first part of your University e-mail
Warrior Username address, up to the “@" symbol. (ie: for JBond@csustan.edu, the

Warrior Username is “"JBOND").

Warrior Password Your Password is initially set at the “Initial” Sign In page that you
received from Admissions, or you can reset your Password.

Forgot your Warrior Username or Password? Documentation for Students, Faculty, or Staff

You can also contact the Technology Support Desk for assistance,
667-3667

Online Timesheets are entered in PeopleSoft and submitted through the system to Payroll. Timesheets will be reviewed and
approved by appropriate supervisors online.

Online Timesheets are entered in PeopleSoft and submitted through the system to Payroll. Timesheets will be reviewed and approved by appropriate
supervisors online. Please Note: Paper timesheets OR late timesheets may cause a delay in processing
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Self Service > Time Reporting > Report Time > Timesheet

Timesheet

Minnie Mouse EmpliD: 002305810

Job Title:  Student Assistant Empl Rcd Mbr: - 0

0oy

d’ By: Week - Dﬁg@’ == Previous Week Next Week ==
Reported Hours: (.00 Hours SCI u Hours:  0.00 Hours

From Monday 08/10/2009 to Sunday 08/16/2009

Total | Time Reporting Code

| || . v [osu Q =

NN N N | | ~ [osu Q =

NN { I (| - [esu Q [
saveforLater | Submit |

Li ] Reported Time Status - click to hide

Date Status Total | Time Reporting Code Comments
0.000000

i} Reported Hours Summary - click to view
i} Balances - click to view
GoTo: Self Senvice

Time Reporting
FPunch Timesheet

Select the View By; Week, Day,
or Time Period

If selecting by week, enter the
date of the week you wish to
enter.

Enter the hours for each day

Select the Time Reporting Code;
REG - Regular Hours Worked

Click the Submit Button. Click
OK on the confirmation page.

At the end of the Pay Period, or
any time before, you may go back
and Re-Submit your hours if
changes are need. This must be
done before your supervisor
approves the time and
communication with them is key.

NOTE: If the submit button is not
selected for all hours, you
will not get paid for that time.

NOTE: If you work for multiple
departments as a casual worker, you
will need to choose the department
and pay rate for the hours you wish to

Online Timesheets are entered in PeopleSoft and submitted through the system to Payroll. Timesheets will be reviewed and approved by appropriate
supervisors online. Please Note: Paper timesheets OR late timesheets may cause a delay in processing
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. 10. If entering hours by Day, select
T_Im_EShEEt the day in which you want to
Minnie Mouse EmpliD: 002305810 enter for
Job Title:  Student Assistant Empl Red Mbr: 0 1 E he h ked h
. Enter the hours worked for that
day
Date: {0810 S Sotctiest ==Fredous Dat Hedbar== 12. Select the Time Reporting Code;
eduled Hours: ’ ’
uled Hours: 0,00 Hours REG — Regular Hours Worked
13. Click the Submit Button. Click
OK on theconfirmation page.
Total [Time Reporting Code 14. At the end of the Pay Period, or any

Submit |

Save for Later |

i ] Reported Time Status - click to hide

time before, you may go back and
Re-Submit your hours if changes are
need. This must be done before your
supervisor approves the time and
communication with them is key.

Date Status Total |Time Reporting Code Comments
0.000000
(i ] Reported Hours Summary - click to view 5 .
O Baiances - clickto view NOTE: If the submit button is not
_ selected for all hours, you
GoTo:  SelfSenice will not get paid for that time.
Time Reporing
Punch Timesheet
) 15. If entering hours for Time Period,
T!mesheet select the date of the Time Period
Minnie Mouse EmpliD: 002305810 you which to enter
JobTitle:  Student Assistant Empl Red Mo 0
16. Enter the hours for each day
worked
View By: Time Period - == Previous Time Period Next Time Period == i X i
S 17. Click the Submit button. Click
OK on the confirmation page.
18. At the end of the Pay Period, or any

I
N | | | | | | | | |
N | | | | I I
Save for Later | Submit |
[i ] Reported Time Status - click to hide

0.000000

0 Reported Hours Summary - click to view

@ Baiances - click o view

GoTo:  Self Service
Time Reporting

Punch Timesheet

time before, you may go back and
Re-Submit your hours if changes are
need. This must be done before
your supervisor approves the time
and communication with them is
key.

Online Timesheets are entered in PeopleSoft and submitted through the system to Payroll. Timesheets will be reviewed and approved by appropriate
supervisors online. Please Note: Paper timesheets OR late timesheets may cause a delay in processing
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Online Timesheet Instructions 2019

Wwould you like to check for errors? (13504 1 0066)

Yes Mo I

19. Click the Yes button to check for
errors.

Note: This will happen when Save or
Submit is selected.

Self Service > Time Reporting > View Time > Payable Time Summary

Payable Time Summary
Minnie Mouse EmpliD: 002305810

JobTitle:  Student Assistant EmplRedNbr: - 0

glime for the date selected.

Payable Tige " ”

o Date 0810812009 [l Enapate 0sr1ar2000

Payable Time From 0810812008 10 us1auuy
Time sat sun Mon Tue wed Thu Fri

Beporting |Description currency |28 5 5 5 5 5 b Total Quantity
Reporting | Description Type Currency |22 = 2 e e e = Total Quanti

| Code

Get Rows

GoTo: SelfSenice

Time Reporting
Detail Page

NOTE: This process only needs to
be done if you want to review your
time submitted.

20. Select the Date in which you
want to view

21. Click the Get Rows button

Online Timesheets are entered in PeopleSoft and submitted through the system to Payroll. Timesheets will be reviewed and approved by appropriate
supervisors online. Please Note: Paper timesheets OR late timesheets may cause a delay in processing



